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' -OFFICE OF ADMINISTRATIVE SERVICES
RECORDS MANAGEMENT UNIT
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APPLICATION FOR RECORDS RETENTION SCHEDULE .

For instructions On completing this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia
30334. Phone - (404) 656-4976  GIST:- 2214983
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DHR 1.GEORGIA DEPARTMENT OF HUMAN RESOURCES- ARCHIVES AND HISTORY
Appiication Date E Office of District Programs' Appiication Number
Title XX Monitoring Unit

June 30, 1980 618 Ponce de Leon Avenue, N. E. _80- .
;nphcaﬂonNumber ’ Atlanta, Georgia 30308 Data'Recawsd_ DateCompIeted
DHR ~80-18 N Juc 3 1980 | JUL 47 1980
2. Perton to Contact ' ’ W?FkinHTile “Tolep_ﬁ;n’e‘la\lu—;nb_e?rm
——— Ms$. Delores Napper Supervisor, T|tIe XX Monitoring Unlt 894-5014

l. Action Requested
a. K] Esablish Retention Schedule; record will continuato accumulata.
b. [ Dispose of present accumulation; no further accumulation anticipated, o
c. OAmend Application No. __: : Chack Ona: [J Change; [J Supercede; [ Void

I. Dstes of Series B. Records Series Titla (followed by title used in office; if diffsrent)

Sarliest Latest . .

une, 1974 |to present | Title XX Monitoring Files i

3. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Office of District Programs supervises the Special Councils on Aging, Maternal and Infant
Sealth, Family Planning, Developmental Disabilities, Children and Youth, Economic Opportunity
A\ging Section, Child Development, the Client Transportation Project, and the Title XX moni-

toring Unit. Other duties and responsibilities of this Office include intergovernmental re-
lations, particularly with county and local officials and their respective State associations

Tre Title XX Monitoring Unit is responsible for: conducting a program of reviewing contracte
service programs to determine client eligibility and fiscal accountability; developing pro-
gram guidelines to be used in implementing programs; and reviewing policies and recommending
policy changes as needed for improvement of, service delivery.

7. Records Series Description This file contains the following documents (include form numbers snd titles, if any):  Attach semples of the file.

Documents relating to: Mmonitoring service programs, provided by Title XX contracted agencies, to
assure that Federal requirements are met.

included are: forms used for determining the quality of services to clients by agencies receiv-
ing Title XX funds: 5561 (Child Care Monitoring Report); 5562 (Adult Services Monitor-
ing Report); 5563 (Fiscal Review); 5564 (Staff Records); 5565 (Client File Worksheet);
5566 (Supplemental Security Income Services /8SI8/); and 5567 (Error Code and Compila-
tion of Monitor Review Findings Service Folder Inspection Report). Each form is a report
or review to document as applicable: Agency code, name, address, telephone number; ' Con-
tact, person; date reviewed and time arrived through time of departure; total Caseload
count; number recorded; % sampled; # of gaps; date report prepared and date distri-
buted; name of bookkeeper; comments; findings and recommendations; specific findings
in accordance with Federal requirements, such as: suitability of facilities; health and

nutrition services; training of staff; parent involvement; administration;. ‘staff 1;0 '
The file is arranged : T

numerically by control number assigned by Child :Development Unit . -
Rcferenea Rate How often are records referred to_wshi
ﬁiy months old 12-14 ; Seven totwelve monthsold fé rina'n Thirteen to twenty<£four monthsold
tweonty-five months and older — ?
9, Annual Rate of Acwmulaﬁon or Records
12
Letter-sizedrawers __________; _ Legalsize drawers e ; Shelves . ;Other /Specify)
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. . } A
| YES | NO_| 10. Questionnaire _ (Piace an X" in the preper selumn) IR, _— i,
a. Is this the officil copy of the series? B
b.4 If not, whara is it? ) ) )
A SR N i - e e . rd
b. Does the ufis coniain confmntial mfofm:mon mquinng security handling? If yes, cite law or rogulmon
X show client names : — DHR confidentiality policy
T 'x | c. Isthisa vital record? -
X d. Doss this series have historica! or lon. to. m murd'- velue? T
| ¢. When one or two documents in the file make it necesssry to keep the ontln file for a long penod could thesd documents
X be scheduled uparmlv? V
X f, Is the information contained in this series ever published? if yes, sttach copy.
B . Is the inforraation contained in this ssries ever analyzed and/or noordad in a wmmanzod report?
X if yes, attach copy.
: h. Is there a dupiication of thu mm in your ofﬂcc, orin onother office or ogsncy? par t1a1 files in :
.S ' If yes, whers? DHR Contracts Management and/or Office of Dlstrlct
X 1. Isthis nrm (or. major portion of it) mgllarly mncroﬁlmsd? (Programs
X j. Do#s the record series result in 8 computer printout? '
11. Retantion Requirsments The tollowling requires the serlas to be kept:
a  Sate Law et d Audit period years.
b. Statute of limitation ——————— Y8813, a Administrative resd years.
¢. Federal law 3m_ years, f.  Federel retantion instructions years.
Attach copy OF excerpt Of laws OF reguistions, Exphein sdministrative need,
2. Approved Disposition Instructions  This agency recommaends that the file series be cut off 8t the end of sach:
DColondar Year; [BFiscal Year; [JOther than,
State - June 30
~ B Hold in the current files area menth(s) 1 , yeer(s); then
O Transter to locsl hoking arsa; hold —— year(s); then
B Transfer to State Records Centar; hold year(s); then
L Destroy
O Transter to Stats Archives for permanent retontien, .
O Other (Specity)
b) ¥ -
i
-
7
e It . PR a4 s kil s v .'.T haatel
) . ] ) i .
" Thase instructions spply tall prior and future accumulatiens of the ssries, ' T P
4 . A LT T e . b
. B "*'—-4 : - o~ B : o8 o oML A s ks I TSNS ST |
Agehcy Hoadlbwgnu (Signatun) T Date -i{ Records Managemant Officer !Slgnatura) SNy i T " "Date

__&MM)

(0/37[ 6 ,é S gttt )’)/@w«dc/ ¢/a 4/ 90
o ElizaBeth W. Crank, CRM 7
o, _Stats Records Committea , (Signature) Date
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Application for Records Retention Schedule

Title XX Monitoring Files

Continuation - Page 3

7. child ratios; posted information; child care attendance and report; staff
records; client file worksheet; adult services contracted for by agency,
such as day care, transportation; home management, homemaker/chore, home
delivery of meals, health related and other services; staff records;

financial management system; bank account; deposits; payroll; travel;
petty cash; insurance; private agencies; equipment; procurement;
source documentation; internal control; documents; monthly report of re-

ceipts and expenditures; and report month expenditure details; findings
which differ from those reported by agency; errors found in checking re-
ceipts of fees, required applications, and service card certifications;
and required signature and date of that signature.




